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A WORKBOOK OF 
CHECKLISTS TO ACCOMPANY 
A G U I DE TO INNOVATION 

by Ronald G, Havelock 



I nt roduct i on 



A change agent is usually a man of action who has little time for 
exhaustive self analysis and documentation. Even so, he may need to give 
himself a few guideposts to mark progress in his relationship to his client 
and his client's progress toward a desirable goal. The GUIDE describes 
each step of the process In some detail but many readers have asked for 
3 little mo re instrumental help in some sort of wo rkbook format 

Unfortunately our project did not provide adequate support for a 
full cycle of development, field test, and evaluation of such a workbook. 
Therefore, the reader should be advised to take what follows as the barest 
outline of how such a workbook device might work in practice. If a reader 
wishes to use any of these lists, he should feel free to adapt them, copy 
them, reorder them, select from them, according to his needs. There are 
probably far too many items on these lists to be realistically monitored 
jn a small project. Checklist #6, for example, asks the change agent to 
indicate what sources of Information he searched out. The point, however, 
is not to search out each source but to be aware of and consider using a 
variety of sources. Each list, therefore, should be considered first as 
a remi nde£ of the contents of the GUIDE, second as an alerting mechanism 
to aspects of the process of change one might have overlooked, and only 
third as a monitoring device to keep track of a project. 

If readers do use any of these instruments for any purpose, the 
author would be grateful for feedback on their utility and on ways they 
could be developed into meaningful tools in the management of change. 
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INNOVATION GUIDE CHECKLIST # 1 
OVER-ALL I'WIAGB'EIff OF A CHANGE PROJECT 



[Based on Havelock's GUIDE TO INNOVATION IN EDUCATION] 



Steps in Change Planning (with relevant 
GUIDE sections indicated) 


Not im- 
portant 
or te- 
le van t 
for this 
p roj ect 


Have 
gi ven 
this 
though t 


[P to ce dure 
for rioi nq 
this esta- 
blished 


Fully or 
adequate 1 y 
deve 1 ooed 

Jr., „ - 


1. 1 have defined a role or function for my- 
self in this project, (Introduction) 










2* A client system has been defined and 
del i mi ted, (Stage I ) 










3. A good starting relationship has been 
established between the change agent (s) 
and the client system. (Stage 1) 










4. The change agent (s) have acquired ade- 
quate information to diagnose the client 
problem, (Stage III E-l , p. 84-91) 










5. An adequate definition and diagnosis 
of the problem has been made. (Stage II) 










6, An adequate range of sol ut I on- rel evant 
resource sources have been tapped. 
(Stage III) 










7. An adequate range of solution alterna- 
tives have been developed. (Stage IV) 










8, An appropriate solution idea has been 
selected and adapted. (Stage IV) 










9, The solution Idea has received endorse- 
ment in principle from key members of 
the client: system. (Stage V) 










10. The solution Idea has been adequately 
demonstrated to the client system as a 
whole, (Stage V) 










11, A maintenance process for the innova- 
tion has been established, (Stage VI) 










12, A self- renewal process for the area 
related to this innovation has been 
established, (Stage V!) 










13. The client-change agent relationship 
has been successfully terminated, 
(Stage VI ) 












U.g. DEPARTMENT OF HEALTH, 
EDUCATION & WELFARE 
OFFICE OF EDUCATION 
THIS DOCUMENT HAS BEEN REPRO- 
DUCED EXACTLY AS RECEIVED FROM 
THE PERSON OR ORGANIZATION ORIG 
INATING IT POINTS OF VIEW OR OPIN- 
IONS STATED DO NOT NECESSARILY 
REPRESENT OFFICIAL OFFICE OF EDU- 
-CATION. POSITION OR POLICY. 
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INNOVATION GUIDE CHECKLIST #2 
PRELIMINARY SELF-ASSESSFOIT AND R01£ DEFINITION 

[GUIDE Introduction, pp, 1-16] 

1. The Primary Change Role you follow: (see Introduction to GUIDE for some alter- 
native role models): 



Needs 

Good Adequate I mprovement 



Training and experience for role. 

Formal status in this role. 

Informal social support and recognition 
in this role. 

Feeling of personal competence in this 
ro 1 e , 

Feeling of personal security in this 
role. 



What other change agent roles do you 
adopt at times: 

Over-all feeling of competence in this 
role. 



2. Organizing the Change Team 



Other persons yc 
roles wi th resp« 


ju know who might work 
ict to this client syst 

Outsiders 


in change agent 
:em: 

1 ns i ders 


I Estimate of nee* 
for this type o 
change agent In 
1 this project, 

(C i rcl e) 


as Catalysts 




.... -j 


1 

I 


Med 


Hi 


as Process Helpers 






L °l 


Med 


Hi 


as Solution Givers 






Lo 


Med 


Hi 


as Resource Linkers 






Lo 


Med 


Hi 



Of those listed in the boxes above star (*) those that might be potential col laborators . 
Double star (*«) those who defintely will be contacted for possible collaboration. 




3 
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Checklist #2, continued 

Who are the members of the change team? 




How good is the linkage and collaboration within the team?_ 

Do you confer frequently? 

Do you share goals and values? 

Do you have a common plan? 

Do you divide up the labor rationally according to your skills? 
3, Process Knowledge and Skill (Check as appropriate) 



Stages 


This is an 
especial ly 
i mportant 
Stage in 
this project 


1 have the 
requi s 1 te 
knowl edge 
and skill 


1 can call 
on the rl ght 
kind of help 
for this 


We have a 
def i n i te 
plan for 
th i s 


This S tage 
now worked 
th rough 


! still 

must work 
on this 


Needed 
action 
by me 


1 , Building 
Rel ati onsh i ps 
















11 . Di agnos i ng 
Problem 
















III. Acqu i r i ng 
Relevant Re- 
sources 
















IV. Choosing 
Sol utton 
















V. Gaining 
Acceptance 
















Vi . Stab ill- 
zing Innova- 
tion S Gene 1 
ati ng Sel f- 
Renewal 

















o 
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Checklist #2^ continued 

Which stage of planned change is most crucial in this project? 
Why 



Do you or your team have the process skills and knowledge relevant to this stage? 





On what stage are 


your knowledge and 


ski 1 


is weakest? 


How do you i ntend 


to work to improve 


your 


knowledge and skills on this? 





o 

ERLC 
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WHO IS THE CLIENT? 



INNOVhilON GUIDE CHECKLIST #3 

[GUIDE Stage I, pp • 39“^] 



1 , Retrieving Information on Who the Client is : 



Initial Contact Person: — 

Did he or she: represent anyone more than themselves? 

provide leads to other client system members? _______ 

outline who they define as client system? _ 

Do you agree with this definition? ______ 

Who can provide the best thumbnail sketch of the client system with an anthro- 
pologist's eye? 



Have you contacted this person? ______ 

2. B oundaries : (a) Who Is your primary client? — 

(b) What other persons and groups form the relevant social environ- 
ment of your primary client? 



Norms: What are the dominant norms and values of the client system? 



PRIMARY CLIENT: Rate them relative to other clients you have known with respect to 



Politically: Liberal 

Socially: Innovative 

Technologically: Innovative 

Cohes I ve 

External ly 
Or I anted 
(Cosmopol 1 te) 

Science Oriented 

Generally similar to 
you In norms and values 

Other important norms 



0 




ext reme- 

ly 


some- 

what 


neither or 
some of 
both 


some- 

what 

j 


ext re me" 

ly 


i 

Conservat i ve 
Non- 1 nnovat i ve 
Non- 1 nnovat 1 ve 

Fae t i ona 1 

1 n te rna 1 1 y 
Or i en ted 
(Local i.te) 

Tradition Oriented 

Generally different from 
you in norms and values 

Other important norms: 


" i 

i 

1 








| 








































j 

f 


























ft 






.. .. 






Checklist #3, continued 

LARGER SYSTEM (Client's Soc I a 1 Environment) 



Politically: Liberal 

Socially: Innovative 

nologlcally; Innovative 

Cohes i ve 

External ly 
Or I anted 
(Cosmopol I te) 

Science Oriented 

Generally s I ml 1 ar to 
you In norms and values 

Other Important norms: 



ext reme- 

ly 


some- 

wha t 


nel then or 
some of 

both 


some- 

what 


extreme- 

ly 
















































































1 



Conse rva 1 1 ve 

Non- I nnovat I ve 

Non- I nnovat I ve 

Factional 

I n te rna 1 1 y 
0 r I en ted 
( Loca 1 i te) 

Tradition Oriented 

Generally d I f fe rent f r 
you in norms and values 

Other important norms: 



am 



.eadersh 1 1 



Name , Pos I t ion 



Estimate and circle the prevailing attitude of 
each leader on these topics. (DK = Don't Know, 
+ = positive, N = Neutral, — = negative) . 



Orientation to Orientation 
Change In General to you 



Orientation to Contacts to you 
the Innovation (PI - planned) 



ERIC 



Formal Leaders of the Primary Client Group: 



1, 


DK 


+ 


N — 


DK 


+ 


N - 


DK 


+ 


N - 


Yes/No/P 1 
Yes/No/P 1 

Yes/No/P 1 


2. 


DK 




N - 


DK 


+ 


N — 


DK 


+ 


N — 


3* 


DK 


+ 


N — 


DK 




N — 


DK 


+ 


N — 


















1. 


Informal Leaders of Primary Client Group 

DK + N — 


* 

* 

DK 


+ 


N - 


DK 


.+ 


N - 


Yes/No/Pl 
Yes /No.' PI 


2, 


DK 


4 * 


N — 


DK 


+ 


N - 


DK 


+ 


N — 


3. 


DK 


+ 


N - 


DK 


+ 


N - 


DK 




N - 


Yes /No/ Pi 
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Checklist #3, continued 

Orientation to Orientation Orientation to Contacts to you 
Name, Position Change in General to you the innovation (PI = p lanned) 

Formal Leaders of Larger System: 



1, 




DK 


+ N — 


DK 


+ 


N — 


DK 


+ 


N — 


Yes/No/P 1 


2. 




DK 


+ N — 


DK 


+ 


N — 


DK 


+ 


N — 


Yes/No/P 1 
Yes/No/P 1 


3. 




DK 


+ N — 


DK 


+ 


N — 


DK 


+ 


N — 


1, 


informal Leaders 


( 1 nf 1 uent i al s) : 

DK + N — 


DK 


+ 


N — 


DK 


+ 


N — 


Yes/No/P 1 


2, 




DK 


+ N — 


DK 




N — 


DK 


+ 


N — 


Yes /No/ PI 
Yes/No/ P 1 


3. 




DK 


+ N — 


DK 


+ 


N — 


DK 


+ 


N — 


1, 


Gatekeepers : 


DK 


+ N — 


DK 


+ 


N — 


DK 




N — 


Yes/No /P 1 


2, 




DK 


+ N — 


DK 


+ 


N — 


DK 




N — 


Yes/No/P I 


3. 




DK 


+ N — 


DK 




N — 


DK 




N — 


Yes/No/P 1 



5. Summa ry : 

Do you have enough information to define the client system adequately? 

Have you defined the client adequately? On paper? 

Have you assessed the relative importance of work with the larger system? 



o 

CMC 
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INNOVATION GUIDE CHECKLIST W 
LINKAGE TO THE CLIBU; HOW GOOD 1$ YOUR RELATIONSHIP? 

[GUIDE Stage !, pp, 44-58] 



1 . 



Beginning Status: Where did you start? 



(a) blank slate 



If so, * 

> 



has client had previous exposure to similar 
agents or similar projects? 



(b) reestablishing a good 
relationship 



If so , 






has anything changed? 

is there room for improvement? ________ 

is there potential for erroneous expecta- 
t i ons? 



(c) reestablishing an un- 

certain relation- 
ship 

(d) redefining a re- 
lationship 



If so, 



* 



If so. 



why did the relationship have problems? 

have these been corrected? __ 

does the client know the relationship is 

d! fferent? _____ 

in what ways does your new role interfere 
with your old? , 



2. Inside-Outside: 



How do you rate yourself on this 



d i mens t on? 


Mostly an 


More outs i der 


More 1 ns i de r 


Mos 1 1 v 




outs i der 


than insider 


than outsider 


insider 


As you see yourself 










As you think you are 
seen by cl i ents 








i 



Have you built a change team with 
both inside and outside members? 



List and rate 
team members : 




O 

ERIC 
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Checklist #4* continued 

How Nearly Does the Relationship between Your Change Team and the Client System 



3 - 



Approach the Ideal? 





Early 
Stages 
Lo | Med | H i 


Middle i 

Stages 
Lo | Med j H i 


Later 
S t ages 
Lo j Med | H I 


Reciprocity: give and take on both sides — 4 


1 , 

i 1 


i r 

i i 


I 1 

i 1 

1 1 


Open to new ideas: 


‘ 1 1 

1 i 


1 l 

1 i 


i 1 


tne cnange Ledii! * s * 


1 — — r~ - 

i i 


| | 


1 1 


tne pr I nidi y wi iwiii u* * 

other members of client system are, — *■ 


— — 1 — — 

i i 


1 i 3 

1 i 


1 1 


Realistic expectations: 


l i 

i i 


1 1 
1 1 


i i 

1 i 


Li it; cnange leam noj * 9 

the client has: — — — — > 


i I 


I 1 

, — J — 4 — — 


I ! 

i 1 


Expectations of reward: 


i i 

i i 


1 i 

1 1 


i i 


by cnange Learn iur ^ * r 

L , , aU a 3 m ■pri P r 1 lent* ■■ F 


1 — — i 

i i 


1 1 

1 1 


i . j 


by cnange Learn 1 0 r 1 1 

by client for client:— - — t 


J ! — - 

t i 


1 1 

— "-f— — - -f - » 


i i 

- — t — i—' 


Structure : 

. - 1 >4 a E 1 hci rl ' -- — ~rw- . — — 1 — ® 


l I 

1 1 


I 1 

1 1 


i s 

„ „.,i — , i i 


roles aerineu, 

■ ■ _ - — | j A ■ a a >% ^ 1 i p ^ I r | £3 f 1 ^ 1 


■ 1 1 

1 | 


- I ! 

i I 


i i 

i i^-i 


work procedures speci 1 i^u. 

p ynp/"” 1 E cnm^^ S DSC 1 f 1 6cS * # 


^ 4 J — . 

1 I 


n ~m I _ - _.■■■ ■ ii ■ " I'"-- 

1 ! 


i i 


Degree of power equality: 

rhannp aaents vs. d r i ma ry client - * 


( , 

1 ! 


1 1 


i i 

! i 

- 1 -I' 1 " ™ 


Perceptions of threat to selves by: 


; 1 

I I 


1 i 

1 1 


1 1 
i i 


change team* ^ 

i ^1 ipnf Epttl ! — — — =- — “4 


[ i 

i 1 


T , - 

— I 1 


i i 

1 j — 


Frank confrontations and talking out of 
differences: within the change team : £ 


1 i 

I 1 


1 1 

i 1 , 


i i 

! 1 


u/ f eH 1 ft client system*' — — — -4 


i 1 


i 1 


1 1 

, M | ^ i — 


W ILIIfli LI lb W 1 1 wl 1 %• ^ y j * r 

between change team and clients: 


1 1— 

1 1 


1 1 

1 1 


I 1 

r _J 1 


Involvement of: 

f^-mal 1 parlp rQ ( kpV a dm 1 fl I S t TStO TS ) * 4 


1 1 

i i 


1 1 

1 1 _ 


1 i 

1 1 - 


Tormi 1 1 edUcI p \ Is&y ayin i ii i a c i u tv «#/ » r 

i XT — r ~~ - _ k 1 a § n I ^ 1 3 / l ^ F Q • a b _ a — » -» -■ ■ ■ ■ 1 V 


1 1 ***— 

1 l 


1 1 

i i 


1 i 

i i ~ 


i nrorma i opinion icduei s * * 


1 1 — — 

| ! 


1 

1 1 


i i __ 


representat i ve users .* - *- — • •••••• • • • • •• ^ ^ 


* * 

i i 


i 1 


i i 

1 1 


teacners, * 


j 1 

i i 


1 1 

1 1 j 


i i 


s t uaen ls * ~ 


i i 


1 1 


i i 


parents - 

community groups:'— — -——A- 


r — r — ■ 

,_j i — 


1 1 

1 1 


1 l 

— i i 



■m 
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INNOVATION GUIDE CHECKLIST US 
DIAGNOSIS OF THE CLIENT'S PROBLEM 

[GUIDE Stag^ III, pp. 59“ 75 J 

1 , Def i n? t ion 

a. How does the cl I nt Initially define the problem? 



b. How do you Initially define the problem? 



Are there Important differences between ‘a 1 and "b 1 ? 



2, I nterpretatlon 

a. Do you have any hypotheses about underlying causes? 



b. What evidence can you cite for these hypotheses? 



3. Opportunl ties 

a. What are some client system strong points Indicative of potential for growth 
or change? 



3 

ERIC 
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Checkl i st 



contl nued 



D 1 agnos tic Inventory 



a. 



c. 



CHANGE PROJECT 
In Particular 

No 



_ — ~~~ C I f possible, list goals of 

What are the goals? client system and of change 
project separately on a separate sheet.) 

(1) Are goals clear to leaders? 

Are g oals clear to members? 

(2) Is there consensus on goals? 

(3) Are members satisfied with — 

(A) Have” leaders and members Sl down together 

to discuss goals openly? 

(5) Are goals flexible? 

Is there an adequate structure for 

Is? In general 



(l) Adequate division of labor? 
Job and role clarity'/ 



m nr> fobs and ro ies fit together? 

"(4) Are some necessary elements missing: 
specify for client system 



specify for change project 

(5 ) Are there weak elements? 

specify for client system 



specify for change project 

(6) Overloaded elements? 

specify for client system 



specify for change project 

(7) Under-used elements? 

specify for client system 



specify for change project 

(BY Are^xl stl nq elements adequately coord inated 
(9) Is the structure flexible? 

Is there openness in aonmunication? 

(1) Are leaders able to express their 

, , . ideas openly? 

■ . 7./eeZ-i«qs openly? 

(2) Are teachers able to express their 

, , .ideas openly? 

' . , .feeZinas open 1 y 7 




o 

ERIC 



12 



[Continued on next page] 



- 13 - 



Checklist # 5 , continued 





CLIENT SYSTEM 
in General 
Yes | ? j No 


CHANGE PROJECT 
in Particular 
Yes | ? | No 


( 3 ) Are students able to express their 

. . .ideas openly? 


1 I 

i 1 

i 1 


1 I 

1 1 

i ! 


, , .feelings openly 7 


1 I 


1 1 


(AJ Are members open to new ideas from within 
the client system? 


1 i 

I 1 


1 1 
1 1 


( 5 ) Are members open to new ideas from outside 
the cl I ent system? 


i i 

1 1 


1 1 

I i 


Are the necessary capacities available? 

(l) Adequate resources in people? 

specify lacks for client system 


1 1 
1 i 
1 i 
i i 

1 1 
1 1 


i 1 
i ! 
i 1 
1 1 
i 1 
i 1 


specify lacks for change project 


1 i 

1 1 


1 1 

1 ! 


(?) Adequate resources in time? 


1 1 


1 1 


(3) Adequate resources in money? 


1 1 


1 1 


Adequate resources in materials and 
faci 1 I t 1 es? 

specify lacks for client system 


1 1 

1 1 

1 i 

1 1 


1 1 

! 1 

1 1 

1 1 


specify lacks for change project 


i i 

1 1 


1 1 
1 1 


( 5 ) Does staff have necessary skills? 


i 1 


T i i 


Adequate procedures for training? 


! i 


1 1 


Ability to recruit the right people? 


1 i i 


1 1 


Are adequate rewards provided? 

(1) Are the students rewarded: 
, , . for learni ng? 


i 1 
1 i 
1 1 
1 1 
l 1 


1 1 

1 1 

1 i 

1 1 

1 i 


...for contributing to the learning 
process? 


i i 

i 1 


1 I 

1 1 


( 2 ) Are the teachers rewarded: 
. . . for I nnovat 1 ng? 


1 1 

1 1 


i ! 

1 1 


...for learning? 


! 1 


1 I 


...for contributing to the learning 
process? 


i 1 

i i 


i i 

1 1 


...for working col laboratively with 
students and administrators to 
keep the system going and to 
improve the system? 


1 i 

i i 

1 1 

i i 


1 1 

1 1 

1 1 

i i 


( 3 ) Are the administrators rewarded: 
. . . for i nnovat i ng? 


i 1 

1 ! 


i 1 

i 1 


. . .for learning? 


i 1 


1 I 


7.. for being open to students and 
teachers? 


i i 

1 i 


i 1 

i 1 


(A) Are the rewards that people get reliable 
and predictable? 


1 1 

1 1 


i 1 

1 ! 



3 
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Checklist #5* continued 





CLIENT SYSTEM 
in General 
Yes i ? i No 


CHANGE PROJECT 
in Particular 
Yes i ?! No 


(5) Do the rewards that people get come soon 
enough to be associated with their 
behavior? 


1 1 

1 1 

! 1 

1 1 


1 1 

1 ! 

1 1 

.1 J 


(65 Are the rewards required by individuals 


1 1 


1 1 


and subgroups compatible with and 


1 1 


1 1 


supportive of the overfall goals of 


1 1 


1 1 


the system? 


l 1 


. -J | 



5* Pitfall Analysis 



a. Too much diagnosis. 



b. Diagnosis as a pattern of avoidance 



c. Diagnosis used for destructive confrontation 

d. Imposing your own favorate diagnosis———^ 

e. Fire fighting j I 

f. Other: ^ 



Def i n i te 
Danger 



Pos s i b 1 e 
Danger 



No 

Danger 





i 

| 



( 



i 

i 
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INNOVATION GUIDE CHECKLIST ffi 
AWARENESS AND RETRIEVAL. OF INFORMATION ESOURCES 



[GUIDE Stage III, pp. 77=83 and 91-103 - and 
Appendix B and C] 



1 , 


Have 


you 


cons i de 


red the task of 


acquiring appropriate 


1 nformat 


i on resources/ 


2, 


Have 


you 


read th 


rough 1 'Stage 1 I 


1" of the GUIDE? 






3. 


Have 


you 


scanned 


the different 


sections of Appendix B 


(Major 1 


nfo rmat i on 




Sources) ? 












A, 


Have 


you 


evo 1 ved 


an information 


acquisition strategy? 






5. 


Have 


you 


vi awed 


Information Resources In relation to 


the ful 1 


cycle of problem 




sol vi 


ng? 













Seven Major Purposes 
of Resource Acquisi- 
tion (GUI DE p. 78- 
81) 



Di agnos i s 



reness 



Trial 



Evaluation- 
af ter-T rial 



I nstal 1 a- 
tion 



Maintenance 



o 

ERIC 





1 have 


1 have 


aware- 


thought 


ness 


about 


of 1 R' 


th i s 


on this 


aspect 


aspect 



I have 
acqu 1 red 
I R 1 s*on 
th t s 
aspect 



Briefly list IR's acquired 




I have 
adequate 
9 rasp 
of this 
aspect 
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Checklist #6, continued 
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6. Access 


to Information Source Types 
Li st : 


Not aware 
of any 
source of 
this type 


(This type 
of source 
not 

re 1 evan t 


This type 
of source 
not 

access i b 1 e 


This type of source 
i s access i b 1 e 
Not Used 1 

Yet 1 Used 


PRINT SOURCE 
TYPES 

Major Texts or 
Reviews of the 
Subject Area 
of this 1 nno" 
vat i on 










1 

1 

1 

i 

i - 










i 










i 










i 


News 1 e tters : 










i 

— -4 — 










1 

a -r ae ~ t- | - - ■ — ' ^ . ■ 










! 

1 










1 


! nformat i on 
Serv i ces 
ERIC: 
OTHER: 










I 










- - L - 










1 










1 

1 --- 










l 

~ J ■ 1 










1 


Libraries 

Directories & 
1 nd i ces 










1 

_ —4, — ! 










i 










i i 










1 ! 
| - — ” 










1 

t 

— 1 — — -i 










i . ! 


Reference 

Books 










i i 

i - J 










! 












j 










1 












1 

i 


Ot he r r r i n t 
Sou rces 










1 

—— 1 












1 

_ 1 — 












1 












1 


0 

ERIC 
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Check! 1st #6 , continued 





List: 


Not aware 
of any 

if 


This type 
of source 
not 

relevant 


This type 
of source 
not 

access f b 1 e 


This type of source 
is accessible 

Not Used j 

Yet | Used 


source ot 
this type 


PERSON SOURCE 










1 

1 

! 

1 

1 


TYPES 

Consul t i ncj 
Organ i zat i ons 










I 

-4 












1 nd i v i dua 1 
Consul tants 










1 

— 1 










1 

- - 1 










J 


Academi c 
Insti tutions 










1 

— — b 










I 

- - J 










1 


1 nd ! vi dual 
Professors , 
Scholars, S 
Resea rche rs 




. - 






! 










1 

1 — — - 










1 - 


Federal 
Government 
Aqenc i es 










i 

-L nr r... mi m * " r“ k ™ 1 










! 

— 1 










1- L 


Profess lonal 
Assoc iat 1 ons 










i 










1 

1 - - 










1 


Other 
School 
Sys terns 










1 

= ^ | 










1 

1 ___ 










_1 


Other Indivi- 










i 

— t — 1 


duals In my 

School 

System 










r 

i — — 










! 



7» Have you used an adequate variety of resources? 

8, Have you spent enough time searching for resources? _____ 

9, Have you spent enough time reading, listening to, or observing the re - 
sources you have acquired? 





j 

I 

l 

a 

I 

i 
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INNOVATION GUIDE CHECKLIST # 7 
CHOOSING THE SOLUTION 

[GUIDE Stage IV, pp. 105-120] 

1. Have you been able to identify some research findings relevant to the change 
prog eat? 



Relevant to: 



r 


the cl lent 
and con* 
text 


the man i fest 
problem 


the under- 
lying 
cause (s) 


the change 
process 


No search made 










Search made: no findings 










Findings Identified and collected 










Findings summarized 






- - - - - - 




Implications discussed by change team 










Implications discussed with 
client system 










Implications listed 











List of Implications from Research Findings: Relevant to: 

1 . _____ 

2 . . _____ 

3. ____ 

4, , _____ 

5 , _____ . 

6 . _____ 

7- _____ 

8 . • _____ 

9. ■ 

10 . 



o 

ERLC 
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Checklist #7, continued 



Have you generated a range of solutions and solution ideas? 

a. Have you tapped an adequate number of idea sources? 







Not 

Relevant 


Relevant 
but not 
sol i ci ted 


No 

I deas 


1 deas 
Hea rd 


1 deas 
i i sted 


1 deas 
summa- 
r i zed 


i 1 deas 
synthe- 
s i zed 


(1) 

(2) 

(3) 


from research 
















from change team 
brains tormi ng 
















from brainstorming 
with cl i ents 
















(4) 


from outside experts 
















(5) 


from students 
















(6) 


from teachers 
















(7) 


from community 

















What are the major alternatives for action? (List) 

(1) 



(2) 



(3) 



(4) 
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Checklist # 7 , continued 

3, Feasibility Testing: Listing _» Analysis 3 and Rating 



U STING OF CONSEQUENCES ALTERNATI VES 

ii 1 i 2—_ L JL. 

a. Benefits: Short term 



b. Benefits: Long term 



c .Costs (financial and human): Short term 



dT Cos ts { f inane 1 al and human) : Long term 



e. Di f f us i b i 1 i ty Problems forseen 



f. Other Potential Problems forseen 



ERJC 20 
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Checklist #7 , continued 



3. Feasibility Testing (continued) 

Alternative Rating Modes 
[Rank order: "1-5" scale or use "H i "-"Med"-"Lo"] 



Analysis and Rating Dimensions 


Oi 

A 


r i g i na 1 
ternati ves 


Rev i sed , 

Comb i ned , 

Adapted 

Al te rna t i ves 


a. Potential BENEFIT 


1 


2 


3_ 


A 


1 


2 


J 3 














1 


(1) Number of people helped 
















(2) How long it will help 
















{3) How much will It help on diagnosed problem 
















(A) How much positive side effects 
















(5) Negative effects If it works 
















(6) Negative effects if it falls to work 
















( 7 ) Over-all benefit 
















b. WORKABILITY 
















(1) Evidence that the innovation will deliver 
as hoped 
















(2) Evidence of . rel lab il i ty of performance 
















(3) The client can afford f i nancial cost 














1 _ 


(a) for trial 














i 


(b) for Initial purchase & installation 
















(c) for maintenance over long haul 
















Ck) The client can afford the human invest- 
ment and cost 
















(a) for trial 
















(b) for initial purchase S installation 
















(c) for maintenance over long haul 
















(5) There Is a good cost-to-benef i t ratio 
















(6) Client has the necessary staff 
















(7) innovation Is adequately developed 
(see GUIDE p. 1 18 "2f") 
















(8) Over-all workability ' 
















c. DIFFUSIBILITY 
















(1) Congruent with client values 
















(2) Can be demonstrated easi ly-eonvenientiy 
















(3) Can be tried out by client on limited basis 
















(A) Adequately packaged and labelled 
















(5) Over-all d I f fus i bi 1 1 ty ' 
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Checklist #7, continued 
k. Adaptation 

Is a trial phase planned? 

I s a trial component of the proposed change going to be tested before the 
whole program is tried? 

Is a trial g roup within the client system going to try out the change before 
all of the system tries? 

Will there be evaluation of the trial effort? __ 

Will the proposed change be seriously reconsidered after results of trial 
are in? 

Will efforts be made to change the innovation as a result of trial experiences? 
(e,g. , adding more elements, better packaging, combining, eliminating 
elements,) 



Will more than one innovation idea be tried out? 

Will they be tried out in such a way that their impact can be compared? 



-23- 



1 . 



INNOVATION GUIDE CHECKLIST #8 
GAINING ACCEPTANCE 

[GUIDE Stage V , pp, 121-148] 

Preparation 

a. Have you developed a plan for gaining acceptance? _______ 

b. Has the plan been specified in activities? __ 

...persons to be contacted? __ 

...steps in sequence? _ 

c. Has the plan been shared, critiqued, and revised by all the members of 

the change team? 

d. Does the plan take adequate account of the norms, values, characteristics 
of the client system? _______ 

e. Do you have ways to evaluate the success of your strategy as it goes along? 

f. Will you be able to alter your strategy if it is not working? ______ 

g. What specific steps have you taken to prepare for the following? 

(1) Promotion (to build awareness) 



(2) Informing (to build interest and to satisfy information seeking) 



(3) Demonstration (to allow pre-trial evaluation) 



(4) Training (to help insure successful trial and adoption) 



(5) Servicing (to help adoption and integration) 



(6) Nurturing, consulting, and psychological support (to help integration) 
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Checkl ist #8» continued 



2, Progress Record 


Aw a re ness 


WHE 

1 nterest 


:re they are at 

Eva 1 uat ion 
(indicate +/— ) 


trial 


Adopt i on 


1 n teg rat ion 


Key 

Members 
("Stepping . 
Stones") i 
of the 
Cl I ent 
System 


I 1 nnovators 














I e * 
Resistors 














Formal" Leaders 
Adml n I st rators 
Elected Officials 














Informal Leaders 
of Opinion in 
the Commun 1 ty . . , 














...in the schools 














The School 
Staff as a 
Whol e 














Commun i ty as 
a Whole 


















o 

ERLC 
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Checklist #8* continued 
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3 . D 1 agnosing the Forces For and Against the Innovation 





forces favoring 

List 


Rank of 
1 mportance 


FORCES OPPOSING 

List 


Rank of 
1 mportance 


Characteristi cs 
of the Innova- 
tion 










































Norms 










































Key People 










































Other Factors 








l- -- - -- — *s 








\ 































What can be done to reduce* redirect or eliminate the impact of the most 
important opposing forces? 



What can be done to enhance and/or maximize use of the favoring forces? 



ERIC 






[GUIDE Stage VI , pp. 1 50-153] 



1, Rewards Continuing Over Time 



For Whom 


What rewards 


How 

much 


How 

constant 
over time 


How 

visible 
over time 


Admi n i st rat 1 on 










Teachers and Staff 










Students 










Communi ty 











2, Practice and Rout 1 n? zat ion 

a. Has a continuing program of in-service training relevant to the innovation 

been instituted? 

b. Are new users continuing to be introduced to the Innovation? 

c. Are users given a chance to practice on their own without heavy surveillance 
and risk of publ i c censure? 

d. Do users now accept the innovation as a regular part of their work? __ 



o 

ERIC 



Structural Integration 

Is the innovation now accepted as a regular part of the school budget? 



a. 

b. 

c. 



Have schedules been rearranged permanently to make provision for the 
innovation? 

Have staff and student work loads been adjusted to make way for the 
innovation? 



d. Has there been official recognition that the innovation Is here to stay? 



p 



Checklist #9, continued 
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4. Continuing Evaluation 

a. Has a continuing evaluation procedure been instituted? ______ 

b. Is there adequate budget for evaluation? 

c. Are there staff on board with adequate skills for continuing evaluation? 

d. Is evaluation recognized and accepted by users as necessary and useful? 

e . Are evaluations read and attended to by users? _______ 

administrators? __________ 

f. Is evaluation fed back to the developers of the innovation to improve its 

long term effectiveness? 

5. Ma j ntenance 

a. Are relevant materials (if any) and other consumable supplies maintained 

at adequate levels? 

b. Is related equipment (if any) kept in good repair? 

c . Are users regularly given help and advice when they encounter difficul- 
ties? 

d. Is feedback from evaluation used regularly to help users improve their 

utilizations? ___ 

6. Continuing Adaptation Capabi 1 ity 

a. Are users able to adapt the innovation to fit their special circumstances? 

b. Is feedback from evaluation and from users (staff or students) used to 

reshape the innovation? 

c. Is adoption of the innovation regularly reviewed to see if it is still 
the most suitable and effective product or practice of i ts type 
available? 
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